I 


25X1 

Approved For Re^se 9n n?/ns»?9tf- ^i^igr»p^-i-nno7/iAnia fl #nn|i«;nnng->i 
FINANQE DIVISION OPERATING PROCEDURE # 20-6 


13 January 1958 
(Revised) 


SUBJECT: Personnel Clearances 

RESCISSIONS: All Prior Finance Division Releases on the Subject of Clearances 
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A 0 This instruction outlines the responsibilities of the Finance Division and 
the action to be taken by the Branches of the Division in granting financial 
clearance to personnel separating from the Agency The scope of this 
instruction covers the following types of personnel actions: Cl) resignations, 
(2) LVfOP in excess of sir.ty (60) days* (3) Military Personnel returning to 
their parent organization or civilianizing with the Agency and (4) transfers 
between unvouchered and covert positions. No clearance will he initiated by 
the Finance Division for temporary summer employees 0 

Be It is the responsibility of the Finance Division to ensure tha t indebtedness 
of an individual to the Agency is recovered prior to the individuals 
departure from the Agency or the final settlement of the individual '» salary 
(including terminal leave) allowances* travel or any other reimbursements to 
which he may be entitled; and* when necessary* to initiate action to liquidate 
such indebtedness by retirement credit or such other action or methods of 
recovery as may be necessary. 

0* The Operations and Liaison Branch will be the control point within the 
Finance Division, Any inquiries received by ether offices in the Finance 
Division will be referred to the Operations and Liaison Brand for action . 


Do Clearan ces pertaining to P5S field assignments* returnees from field assign* 


stents* 
by the 


and inter~division transfers will be performed 
trice* Division or Staff to which the employee is assigned. Upon 


request# the Operations and Liaison Branch and the Compensaticn and Tax 
Accounts Branch will provide information necessary to the Office* Division 
or Staff in the performance of it v s responsibilities. 
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The Personnel Officer of each Office# Division or Staff of the Agency# and 
the Military Personnel *totachment have agreed to provide the Operations and 
Liaison Branch# by telephone# the following information concerning individuals 
separating from the Agency: (1) individual "e name# (2) office to which 
attached# (3) last official station (4) type of funds from which paid and 
(5) effective date of separation or termination. (For DD/P personnel else 
seel I dated 24 August 1955) 




Document No. 

NO CHANGE in Class.' □ 

4a] declassified 
Class. CHANGED TO: TS 


Auth: 
Date : 
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A weekiy listing of separated personnel will be submitted to the Operations 
and Liaison Branch, Finance Division, by the Office of Personnel. 


G • Oper ational Perso nnel 


In connection with agent and/or contract personnel , information frequently 

r'5 11 ^ be by th9 Go ®ponsation and Tax Accounts Branch direct from 

the Case Officers concerned* 


HI. 0EE RATX0KAL PROCEDURE 







jamaSAag Ag.Upj* 


The Clearance Officer will: 


a* Record the receipt of pertinent information pertaining to a 
clearance (See Part II and Part III, G.) on a 3 x 5" card for 
ready reference purposes and file this card in a "current 
clearance 1 * card file. This card will be retained until the 
final clearance has been effected by the Certifying Officer. 

b. Initiate a Finance Division Clearance Worksheet (FDCW), copy 
attached , including thereon the following: 

Cl) Date of document, and the information required on the first 
six (6) lines thereof,, 

(2) A transcript of advance account balances required in Section A 
indicating thereon, the date of the last posting entry (from 
the latest IBM run) ; or, "No Balance" for those General Ledge? 
Accounts in which no balances are reflected, 

(3) True names, pseudonyms, aliases, etc., pertaining to the 
individual, to be attached to a separate listing to the FDCW, 
These names may be obtained from the Finance Division Registry, 

ompensation and Tax Accounts Branch and other Agency sources* 

(4) Any other pertinent information received from the Office, 
Division, or Staff concerned. 


o After completing the steps outlined above, forward the FDCW, with 
attachments, to the Chief, Compensation and Tax Accounts Branch, 
i note : It will be the responsibility of the Compensation and Tax 
Accounts Branch to make appropriate sectional distribution * See 
Part III, B„ C, D & E below). 


d. Forward the FDCW to the Certify 
Approv<f«kfcprtBel<S*se 
Branch. 


returned 
ax Accounts 
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At the end of eadh day, prepare and forward to the Accounts 
Receivable Section of the Accounts Branch a tree and pseudonym 
listing of those names received during the day for which clearances 
®re to be processed* The nature of each eieffimneo will be noted on 

the listing* 



,"?t©r Clearance has been granted to «n individual the Clearance Officer 

wills 

a® Forward to the Fiscal Division all completed FTjCW°s received from 
tha appropriate Certifying Officer pertaining to individuals carried 
on the Vouchered Fuad rolls who ar pmi indebted to the Agency* 

b a Forward to the Finance Division Registry the completed FICWs 
received from the appropriate Certifying Officer pertaining to 
Military Personnel who prjjj pot indebted to the Agency * 

Co Forward to the Compensation and Tax Accounts Branch all completed 
FDCW 8 » received from the appropriate 'Certifying Officer perta ini ng 
to individual b carried on ILwouchered Fund rolls who aronot 
indebted to the Agency* ~ 

3o When Clearance has not been granted t© an individual the Clearance 
Officer will: 

a* When advised by a Certifying Officer that an individual cannot be 
granted clearance, insert this information on tha individual 1 ^ 

3 x 5 W index card noting: thereon the Certifying Officer” a reason 
for refusing to grant clearance® 

b=. With respect to 3® a* above, when the FLOW is received from th© 

Certifying Officer advising that all deficiencies have beam corrected 
by the individual concerned or that the outstanding indebtedness has 
bsen transferred to General Ledger Account 148.0, (l) destroy individ- 
ual “a 3 x 5 V control card and (2) forward the FDCW to the Fiscal 
Division,, Finance Division Registry or the Compensation arid Tax Accounts 
Branch j, as provided In Part 1X1 A. 2., above. 

13 » Functions of the Staff Employees Accounts Section* Compensation and Tax 

Accounts Branch: 

The Staff Employees Accounts Section will: 

1* I* 011 the 55530 w is received from the Clearance Officer , Cl) insert coasaeats 
tnereon pertaining to the action, if any, to be talon in connection with 
outstanding balances in General Ledger Accounts 150.1 and 300.1 and 
(2) complete Section B of the FLOW. 
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2. When 1. above has been completed, forward the FLOW to the Tax and 
Allowance Staff, Compensation and Tax Accounts Branch. 

3„ When memoranda is received from the Certifying Officer advising that an 
employee °s indebtedness is to be rec^ered by payroll deductions from 
final pay and terminal leave due the employee (See Part III F .) , take 
necessary steps to (l) effect deduction of the indebtedness on the next 
payroll run and (2) return one (l) copy of all memoranda advising, by 
endorsement, payroll 11 s action with respect to its compliance, non- 
compliance or partial compliance with the request contained in the 
original memoranda. 

4. When the completed employees FEGW, for an employee certified as cleared, 
is returned by the Clearance Officer, file it in the appropriate personnel 
folder. 

C. Functions of the Staff .Agent -Account a. Contract Agents and Gontr^at^Smaloyeefi 

Baaghi 

The appropriate Staff Agent or Contract Accounts Staff will: 

1. When advised by available sources that a clearance is required for agent 
or contract type personnel, initiate processing of the Finance Division 
Clearance Worksheet by Cl) indicating the date of this action and 

(2) completing the information required on the first six (6) lines 
thereof. 

2. When 1. above has been completed, forward the FDCW to the Clearance 
Officer for further action required in Part III A hereof. 

3° When the FEGW is returned from the Clearance Officer, review the payroll 
records of the individual concerned and insert thereon comments regarding 
the status of General Lodger Accounts 150.2 and 300.2 and complete 
Section B thereof. 

4o When 3« above is completed, forward the FDCW to the Tax and Allowance 
Staff, Compensation and Tax Accounts Branch. 

5. When memoranda is received from the Certifying Officer advising that an 
individual ! ' s indebtedness is to be recovered by payroll deductions from 
final pay and terminal leave due the individual (See Part 111 F. para 4 f °) 
take necessary steps to Cl) effect deduction of the indebtedness on the 
next payroll run and (2) return one Cl) copy of all memoranda advising, 

by sender eement, payroll ’s action with respect to its compliance, non- 
compliance or partial compliance with the request contained in the 
original memoranda. 

6. When the completed FDCV£ for an Agent or Contract employee certified as 
cleared, is returned by the Clearance Officer, file it in the appropriate 
personnel folder. 
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The Tax and Allowance Staff will: 

1. Review its records pertaining to the individual for which a Finance 
Division Clearance Worksheet has been received and not© on the work- 
sheet the status of the Individual in regard to his tax liabilities . 
If he is current, this will be so stated. If delinquent, the amount 
of the delinquency will be shown. If the individual concerned is not 
required to file a covert tax return a positive statement to this 
effect will be inserted on the FLOW. 

2. Complete Section C. of the Finance Division Clearance Worksheet. If 
the Individual concerned has not received a Home Service Transfer 
Allowance, a positive statement to this effect will be inserted on 
the FDCWo 


3. Forward all FDGW^s to the Clearance Officer for further action. 



The Certifying Officer will: 


1. Upon receipt of the partially completed Finance Division Clearance 
Worksheet (Sections A„ through C„J from the Clearance Officer, 

Cl) transcribe thereon tide individual 0 8 recorded balances of General 
Ledger Accounts 144.1, 144.2, and 144.3 and (2) the date of the last 
posting entry (from the latest IBM run) . Indicate "No Balance" for 
those General Ledger Accounts in which no balances are reflected. 

2. Review pending files and items in process; and, if an individual has 
recently returned from a Class "B" Station, the 140.5 Account of the 
individual 9 s former station to determine whether uncleared trans- 
actions exist. Record these findings on the FDCW. 

3. If the individual is returning from a field station and a Personnel 
Transfer and Clearance Sheet (Form 33-49), or its equivalent, haa 
not been received from the individual 8 a former station, clearance 
will not be granted until the individual 9 s financial status has been 
determined and satisfactorily resolved. To more speedily accomplish 
the clearance procedure, a cable will be transmitted to the individuals 
former station requesting the following information: 

q. Advances and/or payments made in connection with travel including 
dependents travel, and the transportation of his personal effects, 
household effects, and automobile. 

b. Date and amount of last field salary allotment paid, 

c. Salary advances, if any. 
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• f >- If the Finance Division Clearance Worksheet indicates that the indivi- 
dual it; indebted to the; Agency, the Certifying Officer will: 

a* Kotify the Office. Division or Staff to which the employee is 

assigned , that the employee must report to the Certifying Officer 
fox settlement of ijho indebtedness before Finance Division 
Clearance will be ^rented. 

b« Include on the Agency Clearance Sheet a statement, giving reasons 
why Finance clearance cannot, ba accomplished, 

c. Inquire of the applicable payroll office as to the amount due the 
individual, for final salary and terminal leave, and request 
verbally » following this by a written statement, that a "stop 
payment B be put on nil monies due the individual. 

d. . Discuss settlement of the indebtedness with the individual, if he 

is available, advising him that a "stop payment” order has been 
issued on all monies due him and that payment will not be effected 
until all outstanding items and/or indebtednesses have been satis- 
factorily resolved.! The Certifying Officer will attempt, to obtain 
the individual “a written acknowledgment of his known or possible 
indebtedness to cm* Agency prior to his departure. Attachment n 3” 
is n simple memorandum form to be used for this purpose. The 
Certifying Officer Will complete this form notwithstanding that 
the individual refutes to execute his signature acknowledging the 
Indebtedness. The memorandum will contain a positive notation to 
the effect that the* parson being cleared was advised of the contents 
thereof, but refused to sign the memorandum. 

if the .individual ie not available for a discussion of his out- 
standing items and/or indebtednesses, initiate correspondence in 
order to bring the Stems or indebtedness to his attention. 

\ (1) IT THE INDIVIDUAL IS OK AN UNV0UCHERED FUNDS ROLL, and has 

&»t settled hie obligations to the Agency, notify the 
applicable payroll section of the amount of the indebtedness 
and request that monies due the individual for salary and 
terminal leave? be applied against his indebtedness. Notifi- 
cation will bet by memorandum, in triplicate. Two copies of 
this memorandum will be forwarded to the applicable payroll 
section, one copy of which will be returned to the Certifying 
Officer indicating compliance, non-compliance or partial 
compliance will- the reouest contained in the memorandum; the 
third copy uiii be retained in the files of the Certify leg 
Officer until the dunlicate copy is returned from the payroll 
section: or 
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(2) B* 1 THE INDIVIDUAL IS ON VOUCHERED FUNDS and has net settled 

his obligations to the Agency, notify the Payroll Branch, 

Fiscal Division with respect to the amount to be deducted 
from final payment to the employee concerned. Notification 

25X1A9F will be by memora ndum, in quadruplicate, and will indicate 

zoa lA^t | | as the payee to whom the Treasury Check 

is to be made payable. Three copies of this memorandum will 
be forwarded to the Fiscal Division; one copy of which will 
be returned to the Certifying Officer indicating compliance, 
non-compliance or partial compliance with the request contained 
in the memorandum; one copy will be submitted to the Monetary 
Branch, Finance Division as explained below; and one copy will 
be retained by the Certifying Officer until the duplicate copy 
is returned from the Fiscal Division. Upon receipt, the Fiscal 
Division will deliver the Treasury Check to the Monetary Branch, 
Finance Division, together with a copy of Standard Form #1050 
(Public Voucher for Refund) and one copy of the Memorandum 
originated by the Certifying Officer. 

g. Retirement credits will not be applied against outstanding indebt- 
ednesses until all other means of effecting collection have been 
exhausted. Requests for retirement credits as offsets against 
outstanding indebtednesses will be cleared by the Chief, Operations 
and Liaison Branch and effected through Fiscal Division channels. 

5. When all outstanding obligations have been satisfactorily resolved, 
the Certifying Officer will sign and forward the Finance Division 
Clearance Worksheet to the Clearance Officer for appropriate distrib- 
ution. 

6. If an indebtedness has not been fully settled at the time an individual 
departs the Agency, or if an individual departs prior to the issuance 
of final clearance, or if he does not report for final clearance, the 
Certifying Officer will report the situation to the Clearance Officer 

W III retain the FDCW until such time as all General Ledger Accounts 
pertaining to the individual have been closed. 

7. When the Certifying Officer determines that all transactions pertaining 
to the Individual, including application of monies due for salary and 
terminal leave, have been recorded he will transfer the balance (a) of 
any indebtedness to General Ledger Account ( 148 . 0 ) . (See FD0P 30- 10-1 
for subsequent follow-up) 

8. If the determination 3et forth in 7. above cannot be made, the amount 
of the indebtedness will be retained in the applicable 144 General 
Ledger Account (s) for a period of ninety (90) days prior to trans- 
ferring such indebtedness to General Ledger Account 148.0. 
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9« When the determination is made that an outstanding balance Is to be trans= 
fereed to General Ledger Account US., the Certifying Officer will advise 
the vhief. Compensation and Tax Accounts Branch, in writing, of this action 
so that Cl) the payroll fils of the individual concerned will reflect this 
Operations and Liaison Branch action and (2) the individuals payroll folder (s) 
can be terminated and removed, from the files of the Compensation and Tax 
Accounts Branch. At this point the individuals Operations and Liaison 
ranch file and the 148. file will be combined to become the individuals 
148= file. The FDCW will be retained by the Certifying Officer and when 
final action has been accomplished ha will Cl) complete Section "E" thereof, 
12) include the completed FDCW in the individual ' ! s Operations and Liai son 
Branch 148= file and, (3) after a reasonable period of time, forward the 
terminated 148. file to Finance Division Registry for retirement to archive* ■, 

10. In the event that final clearance has been granted to an individual and, 
subsequent to the clearance, notice is received to the effect that the 
individual is in fact indebted to the Agency, the Certifying Officer will 

m outlined above to effect recovery of the indibt 

£ fMflgteQ B gQfre Monetary Brap efr: 


record the deposit received from the Fiscal Division to 
°f the JJT r °P la J e A & nt Cashier and document the transaction in such 

reccrd. o?\£ “““* ° f tt * “ pl0y " “ U *»•“• “ «“> 

0 frrcft l Vi frl O gftctlO n. Accounta Branch; 

°L^ Ai ' ti ^ 1Ml3 ^ b0 * re ®«P«»ting from the Agency received 
2m ^ e «+4?? P 5 ' °Fer*tions and Lirison Branch (Sea in A. 4. hereof) 

fee utilises by the Accounts Receivable Section, Accounts Branch for the 
purpose of reflecting resignation actions on the IBM Advance Account r un s. 


Issued 4 June 1954 
Revised 13 January 1954 
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Attachments : 

Attachment A 
Attachment B 
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